INSTRUCTIONS TO APPLY FOR A NEW TRADE IN AN EXISTING LICENS

For assistance with creating an IDPH account or finding or resetting an IDPH username and
password, you will need to call the OICO Help Desk: 515-281-5703 or 1-800-532-1174

For assistance with navigating the licensing portal once you have an A&A account, please
contact the AMANDA Support Team 1-855-824-4357

For specific questions regarding the lowa Plumbing and Mechanical Systems program or
license requirements, please visit the website http://idph.iowa.gov/pmsb or call 1-866-280-1521

BEFORE YOU BEGIN:

THESE INSTRUCTIONS ASSUME YOU HAVE ALREADY FOLLOWED THE STEPS TO
CREATE AN A&A ACCOUNT AND SET UP YOUR AMANDA PROFILE PAGE. If you have
not done these steps, go back to the IDPH Regulatory Programs Page and follow the
instructions to create an account.

THESE INSTRUCTIONS ASSUME THAT YOU HAVE ALREAY SUBMITTED AN
APPLICATION FOR A PMSB LICENSE. If you have never applied for a license or exam
before, the steps are different. Please go back to the instruction page (on IDPH Regulatory
Programs) and find the instructions for people who already hold at least one license or exam
approval.

If you hold a license with the Board and do not see it listed, please STOP and contact the
AMANDA Support Team at 1-855-824-4357.

IF THIS IS AN APPLICATION FOR AN ADDITIONAL TRADE FOR AN EXISTING LICENSE.

You must be on a computer using Google Chrome or Safari when applying online.



http://idph.iowa.gov/pmsb

STEP 1: SIGN IN WITH EXISTING ACCOUNT

1 Begin by opening your web browser and navigating to the lowa Department of Public
Health Regulatory Program webpage at the following location:
https://dphregprograms.iowa.gov/PublicPortal/lowa/IDPH/common/index.jsp

1 Sign in with your username and password.

91 Click on My Profile.

IDPH REGULATORY PROGRAMS' T——

Radiological Health = Emergency Medical Services = Environmental Health

Public Search
Sign Off

My Profile
Help

WELCOME TO THE ONLINE SERVICES SITE FOR REGULATORY PROGRAMS WITHIN:
BUREAU OF EMERGENCY AND TRAUMA SERVICES
BUREAU OF ENVIRONMENTAL HEALTH SERVICES
BUREAU OF RADIOLOGICAL HEALTH

STEP 2: UPDATE PROFILE INFORMATION

9 Verify all information is correct.
1 Make any necessary corrections.
I To add additional addresses or contact information, click on the Addresses button.
M Click Continue when finished.
Home > My Profile
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WELCOME TO YOUR PROFILE PAGE! " |

You will now be taken to the My Programs page.



https://dphregprograms.iowa.gov/PublicPortal/Iowa/IDPH/common/index.jsp

STEP 3: ADD TRADE

If you have existing licenses they will show under the Programs for [Your Name] section.
If you hold a license with the Board and do not see it listed, please stop and contact the board
office at 1-866-280-1521

T Click on the Details link next to the license you would like to add a trade.

Home > My Programs

Home

Public Search

My Profile
New Company Registration
Apply for a Program
sign Off
Help
Appiicant | Program ] Status | Issue Date m
30047 Plumbing and Mechanical Systems  Active 04/27/2017 06/30/2018 Urbandale | Details | Online Services
Make Payment
1 The next page will display your License Details. Click License Select to expand.
LM%__M%_

v Affirmation

Expand All

License Type License Status | Approved date | Expired Date

Journeyperson “w| [Mechanical w| Active D42TRNT 06302017 [BAM

[Master "] [Plumbing ] New [WiA

<
: 5.::‘::::7;7;:.ﬂ:;:omm(:ﬁzr::';:wxff them first and then you can add sncther 10 rows and mone
v Continuing Education USE THE SCROLL BAR TO VIEW ADDITIONAL FIELDS.

v Exam Candidate

License Processes CoRapse All
Description Siatus Requested Date Expiry Date Action

» Application Review
Click Add and provide details for each License you are applying for.
Select License Type.

Select Trade/Specialty.

Select Basis for Licensure (your qualification for the license).
Under Action Requested select Apply for New Trade.

Click Save after completing each row.

After saving, a pop-up will appear. Click Ok.

ERE e I



STEP 4: APPLICATION FORM SUPPLEMENTAL

1 Under License/Permit field, click Edit next to the License(s) you wish to add.

License Processes Collapse All
Description Status Requested Date Expiry Date Action

» Application Review

PMSE Individual Application

N Complete 04/27/2017
Review
» License/Permit
Journeyperson Approved 04/27/2017
Journeyperson Open 04/27/2017 Edit
Master Open 04/2772017 Edit

You will then be taken to the Application Form Supplemental screen.

NOTE: Depending on the selection of the License Type you selected on the previous screen,
you may have one or multiple screens to complete. (See Examples below.)

Active Journeyperson / Inactive Master: Expand Affirmation, select Yes/No, click Continue.

Process Description - Activate an Inactive License for Master Collapse All

+ Affirmation

| am requesting to reactivate my inactive

Journey license [lE= blo
Attachment Description _
| Add New Attachment |
| Cancel | Continue |

Apprentice: Expand Apprenticeship Details, fill out the available fields, & click Continue.

~ Apprenticeship Details

Have you completed a high school or GED
program?

Apprentice Identification Number
Apprenticeship Start Date
Apprenticeship Completion Date

Number of advanced Apprenticeship hours
issued if any

Sponsor Department of Labor Program Number
Sponsor Contact Person Name
Sponsor Phone Number or website

Sponsor Contact Person Address

Attachment Descripion | |
Add New Attachment

| Cancel | | Continue |




Hearth Systems: Expand Hearth Systems Details, fill out the available fields, & click Continue.

Process Description - Hearth Systems Collapse All

+ Hearth Systems Details

Name of certification agency v
If other, please specify organization
Certification Number

Certification Expiration Date

Attachment Descripion | |
Add New Attachment
| Cancel | | Continue_|

Disconnect / Reconnect Plumbing Tech: Click Expand All to view all the sections and fill out
the available fields. Click Add under Employer Details and enter your employer information,
then click Save. (Use the scroll bar to view more fields - See the blue arrow below.) When you
have completed all the relevant fields, click Continue.

Process Description - Disconnect | Reconnect Plumbing Technician Expand All

Basis for Licensure

On the Job Training

Plumbing Technician Associates Degree

Process Free Form Description - Disconnect /| Reconnect Plumbing Technician Collapse All

Employer Details

. Supervisor Telephone Supervisor Telephone .
Your Job Titie ERuizrmont St h

U

C )

s Currently there are only 10 rows you can add for each saving. Please save them first and then you can add another 10 rows and more. Add Save
« Just clean all fields if you do not need a specific row or new added row.
Attachment
Attachment Description _
Add New Attachment |

Cancel Continue




Medical Gas System Installer: Expand Medical Gas Systems Installer Details, fill out the
available fields, & click Continue.

Process Description - Medical Gas System Installer Collapse All

* Medical Gas System Installer Details

Are you currently certified in medical gas piping
by the National Inspection Testing Certification Yes No
Corporation (NITC) or an equivalent agency?

Name of certification agency v
Certification Number
Certification Expiration Date
Do you have a current brazer certification? Yos Mo

Brazer Expiration Date

Attachment Description ]

| Add New Attachment |

| Cancel | | Continue |

Journeyperson: Expand all the sections and fill out the available fields. Under the Free Form
Description section, you will need to click Add button to add information to these fields i you
may need to use the scroll bar see more fields after adding. Be sure to click Save after
adding. When you have completed all relevant fields, click Continue

Process Description - Journeyperson Expand All

Exam Details

» Master License in Another Jurisdiction
» Military Service Details

» Reciprocity

» Organization Demographics

Other Jurisdiction License Details

Process Free Form Description - Journeyperson Expand All

License Information
» Military Service Details
» Reciprocity Details

» Employer

Attachment Description | ]

| Add New Attachment |

Cancel | rConlinue_




Master: Expand all the sections and fill out the available fields. Under Military Service Details,
Reciprocity Details, and Employer Details you will need to click Add button to add information to
these fields i you may need to use the scroll bar see more fields after adding. Be sure to click
Save after adding. When you have completed all relevant fields, click Continue

Expand Al

» Exam Details

» Military Service Details
» Reciprocity
» Organization Demographics

» Other Jurisdiction License Details

Process Free Form Description - Master Expand All
» Military Details

» Reciprocity Details

» Employer Details

Attachment Description . . . | |

| Add New Attachment |
| Cancel | | Continue |

Private School or College Routine Maintenance: Click Expand All & fill out the available
fields. Under Employer Details click Add to enter your employer information, then click Save.
(Use the scroll bar to view more fields - See the blue arrow below.) Click Continue when finished.

Process Description - Private School Routine Maintenance Expand All

Licensure Details

Process Free Form Description - Private School Routine Maintenance Collapse All

Employer Details

g | e |
I | | | | Ii

»

« Currently there are only 10 rows you can add for each saving. Please save them first and then you can add another 10 rows and more. Add J Save ‘
« Just clean all fields if you do not need a specific row or new added row. .
Attachment
Attachment Description _
| Add New Attachment |

Cancel | Continue




Service Technician HVAC: Click Expand All to view all the sections and fill out the available
fields. Click Continue when finished.

Process Description - Service Technician HVAC Collapse All

Basis for Licensure

Basis for Licensure v

* Service Technician Associates Degree

Name of Institution

Name of Degree or Program Please attach
transcripts or degree

Date of Completion
Institution Address
Contact Person Mame

Contact Person Telephone

» Training Provider Details

Training Provider please upload/attach copy of
your certification

If HVAC Excellence Certification, specify type
If other Certification, please specify
Certification Number

Certification Expiration Date

Attachment
Attachment Description _

| Add New Attachment |
| Cancel | | Continue

When you have entered all the necessary information in the available fields, click Continue/Edit
to continue editing or click Continue/Payment to pay the fee. To upload attachments relateto
your application, se&TEP 5: ATTACHMENTS

Fmormemtoeconption ] ]
Add Mew Atsachment
CominueEdit Cominue Faymers ]




STEP 517 ADD ATTACHMENTS

To add any required documentation, you will need to click the Add New Attachment
button at the very end of the application form. Skip if you have no attachments to add.

Attachment Descripfio
|_Add Mew Aitachment
Attachment
e
Type: ¥ | Description Choose File | Mo file chosen
\ Add New Attachment |
Typs: ¥ | Description:

s Click to select the Type of attachment and Sglg:t__

Accred/Auth, Certificate
Court Documents
Crystal Report
(lig Industrial Radiography Card h
License

the | MQSA Certificate M

one of the following from the list: —
s Enter a description of the file, and then Click
|_ Choose File )

* This will open your file explorer. Navigate to where

the document you want to attach is located on your
computer.

the | Mon-lowa Permit/C Ert'rt'u:mi:r‘.-'ﬂegim:ratic-rl1
appl Photo
Physician Records

Proof of Certification
RADI Id Wallet Card &1
Radiation Shielding Flan

RAMP License

Signature

| = S e ® i B “‘Jll

* Double click the document to attach it.

The name of the document should appear next to the | Choose Fie | yytton.

Atachment DeseripBon | e ]|

Type: | Court Docun * | Description: | Release from Pprobation Choose File | summary.docx |

Continue this process for each document needing to be attached.

NOTE: If you attach a document in error, it cannot be removed by you. You will need to contact
the IDPH Program staff to have it removed.

WHEN ALL SECTIONS OF THE FORM ARE COMPLETE, CLICK CONTINUE.

If you need to gather information, or add additional documentation, you can leave the
application webpage and return later to complete or continue.

DO NOT CLICK CANCEL 1 this will void your entire application.

You must attach all supporting information before paying the registration fee or your application
could be delayed or denied.

When you click Continue, a pop-up message will appear.

Click OK to proceed to the next page. el

/ - \ Are you sure you really want to submit the application form
supplemental?

[ OK j Cancel




STEP 61T MAKE A PAYMENT

Next you will be taken to the Make Payment page.

PLEASE READ THE FOLLOWING DIRECTIONS BEFORE PROCEEDING.

If you need to attach additional documentation click the Pay Later button. Otherwise, skip to
the Pay Now instructions.

g [ssa] ——rowomrvion v ot [ewamra
538228 Plumbing and Machanical Systams Ingividual License  Active PLMB Journey Infial Fes 530.08 Yeg
530229 Plumbing and Mechanical Systems  Individual License Actve PLMEB Journey Iniial Fes 530.06 No
39229 Plumting and Machanical Systame Ingnidual Licanea  Achva BLME Mastar Inkial Fea 540.08 No
530229 Plumbing and Mechanical Systeme  Inoividual Licenge Actve  FLMB Mulipie Licenee Fees Discount % [§35.08) No

Total
Fas Amount: §61.12
Pald Amount: 530.06
Cancallsd Amount: $0.00
Fee Due. 531.06
PayLater | | Pay Now
Paymant Later Oplions
PAY LATER:

9 If you click the Pay Later button, you will get a reminder pop-up that your application is
not considered submitted until payment is made.

1 You will be returned to your My Programs page where you will see your registration
listed and its status.

1 When you are ready to complete the application process, go to the appropriate section
and double click on the Details link.

NOTE: If under the Details column it shows a link for Edit instead of Details, this means there
is missing information within the application. Click the Edit link to review all sections of the form
and complete any missing information before attempting to pay. i this is not explained very

well, arendét there various error messages?

From here you can view the Details of your application, Add New Attachment, or Upload
Attachments.

When you are ready, click Make a Payment.

Need



